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MAXIMUS
Introduction

The Childcare and Parent Services (CAPS) Program is a subsidy program provided by
the Division of Family and Children Services (DFCS), which uses state and federal
funds to assist eligible families who need help with paying the cost of child care while
they are at work or in an approved program when funding is available.

In October of 2000, the Childcare and Parent Services Section of the Division of
Family and Children Services began a provider management and payment service
through a contract with an outside company, MAXIMUS. MAXIMUS is responsible
for managing, training and paying child care providers who serve families participating
in the CAPS program throughout Georgia. The name that has been given to show the
relationship between CAPS and MAXIMUS is known as Georgia Childcare and Parent
Services (GACAPS).

Some benefits that child care providers will see as a result of being a part of the
MAXIMUS/GACAPS service include:
» A minimum of two payments each month;
> Internet access to allow providers to mark attendance and submit
invoices on the Web;
» Reducing time and paper check costs through the use of Direct Deposit
as a way to pay providers;
> Allowing the provider to have access to check the status of their
payment by phone 24 hours a day using a personal identification number.

We would like to welcome you to the MAXIMUS/GACAPS service. We hope this
provider handbook will give you information about our program and how you can use
this service to help the DFCS families you serve. We are confident that the
information enclosed will be helpful to you as you become a part of the
MAXIMUS/GACAPS program and answer common questions that you may have about
our service. However, if you have any other questions, just call the
MAXIMUS/GACAPS Customer Service Center at 1-877-755-6522.




MAXIMUS
Becoming a CAPS Child Care Provider

Who can participate?

The following people can provide child care under the CAPS Program:

Licensed or commissioned center-based providers;

Licensed or commissioned group home providers;

Registered family child care providers;

School based programs or other programs that are legally exempt from
licensing requirements;

Non-related providers providing care outside of the child's home;
Related providers (Aunt, Uncle, Grandparent, or Great-Grandparent)
providing care within or outside of the child's home.

Do I have to be licensed by Bright From the Start: Georgia Department of Early
Care and Learning (DECAL)?

The following people must be licensed/registered to provide child care:

Providers operating day care centers or group homes must be licensed by
DECAL.

Providers operating family day care homes must be registered by
DECAL.

Providers who are related to the child or children in care (see Related
Providers above) can keep up to six (6) related children in or outside the
child/children’s home without registering with DECAL, but must enroll
with their local DFCS office.

Providers who are not related to the child or children may only care for
one or two children outside the child's home without registering with
DECAL, but must enroll with their local DFCS office.

Schools and programs operating on school grounds are exempt from
licensing requirements but must submit a letter of exemption issued by
DECAL and must enroll with their local DFCS office.

Am I required to meet any special requirements?

The following requirements must be met in order to become a CAPS Provider:

An informal provider's enrollment period covers twelve (12) months at a
time. All informal providers must obtain eight (8) hours of Health and
Safety Training each year. The training must be completed during the
first six (6) months of each enrollment year.
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e Registered family child care providers must register with DECAL
annually.
As the child care provider, when you sign the Child Care Provider’s
Responsibilities form, you are certifying that you meet all of the
following minimum CAPS/DHR standards, including, but not limited to:
1. You are at least eighteen (18) years old.
2. You have no felony or other violent crime convictions
3. You have no protective services record of violence or harm to
others, including child abuse or neglect and are not under
investigation for such offenses.
. There is an operating fire extinguisher at the location where the
child care will be provided.
. There is a working smoke detector at the location where the child
care will be provided.

The background of informal providers is checked through Cogent
Systems, Inc. State and federal records are checked to determine if
the provider has committed a serious crime or abused children. We will
not use child care providers if the information we obtain from the
background check shows that a child's safety may be at risk.

Do I have fto fill out any forms?
As a part of your initial and on-going enrollment with the MAXIMUS/GACAPS

service, you will be asked to send in current important documents, as required by
CAPS policy, based on the type of program you operate.

All providers have six weeks to complete the necessary paperwork to maintain
their eligibility. Three weeks after your initial enrollment, MAXIMUS/GACAPS will
send you a letter if you still have not sent in all your paperwork. If, after six weeks,
we are still missing information, you will be dismissed from the MAXIMUS/GACAPS
program.

e Center based, group home, and exempt providers are required to send in the
following signed documents to MAXIMUS:
1. Form W-9- Request for Taxpayer Identification Number and
Certification;
. Form 704 - Civil Rights Compliance
. Child Care Provider's Rights and Responsibilities form;
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. Copy of center License or a copy of the letter of exemption form
from DECAL;

. Health Insurance Portability and Accountability Act (HIPAA)
Business Associate Agreement;

. Copy of your program policies and rates.

e Family home child care providers are required to send in the following signed
forms to MAXIMUS:
1. Form W-9- Request for Taxpayer Identification Number and
Certification;
2. Child Care Provider's Rights and Responsibilities form;
3. Copy of current Certificate of Registration from DECAL;
4. Health Insurance Portability and Accountability Act (HIPAA)
Business Associate Agreement;
5. Copy of your program policies and rates.
Note: Family Day Care Providers must register with DECAL each year and
supply MAXIMUS/GACAPS with the new Certificate of Registration.

e Informal providers are required to submit the following forms fo MAXIMUS:
1. Form W-9- Request for Taxpayer Identification Number and
Certification;
. Child Care Provider's Rights and Responsibilities form;
. Health Insurance Portability and Accountability Act (HIPAA)
Business Associate Agreement;
. Copies of Health and Safety training certificates.
. Confirmation that you have completed your fingerprint process. ***
. A copy of your rates.

Informal providers will also be required to have a face-to-face interview with
their local DFCS case manager each year. At this interview you will submit a
copy of your Social Security Card along with a second form of identification and
complete an informal childcare provider enroliment form.

***Informal providers will also have to go through a criminal background
screening, including submitting fingerprints. The finger printing process is done
through Georgia Applicant Processing Services across the State. This process
must be completed within the first six (6) weeks of enroliment as a provider or
you will be ineligible for payment and be dismissed from the program.
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Child Care Certificates

A parent or legal guardian is approved for subsidized child care assistance through
their local county DFCS office, after they have met all the eligibility requirements
and have chosen an eligible provider. Once approved, the parent and provider will be
given a child care certificate for each eligible child.

What is on the certificate?
e The certificate contains the basic information for both the provider and
parent, including name, address and contact numbers.

The certificate states the amount CAPS will pay to the provider, the
amount the parent is fo pay, any family fees that are assessed by DFCS and
the provider charges above the CAPS maximum rate.

The certificate shows the dates the certificate is valid, the date the child
is eligible to begin receiving care, the authorized registration fee, and the
child care case manager’s name and phone number.

The certificate contains basic CAPS program policy information both the
client and provider should read and understand.

Both the parent and the provider will receive a copy of this certificate. Please see
how the certificates you receive will look by viewing the sample certificate on
page 7. Both the parent and provider will then be able o know how much DFCS will
pay to the provider each week and how much, if any, the parent is responsible to pay.

Make sure the type of care you provide is the type of care listed on the
certificate. If not, please contact the DFCS case manager.

If there is any change in the child care arrangement approved on the child care
certificate, the parent/guardian must contact their Child Care Case Manager at
the local county DFCS office right away. Any changes to a client/child’s case or
certificate MUST be made through the local county DFCS office. The Child
Care Case Manager may need to issue a new child care certificate based on
significant changes in the amount of care needed. MAXIMUS has no ability to
create new certificates or change any information on existing certificates.
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The certificate looks like this:
File Edit Help

«|=| 1|1|R]|s|p| ] MainClint

Mr. EVITEM WEERIDE £ TESTING September 1&, EZ00F
3¢ FEACHTEEE 3T SUITE £400
ATLANTZ . k& 20202-

IFCS has approwed child care ar shoon below. We will only pay for child care authorised with this certificate.
[Flients must report to their case manager at the courty DFC3 office ary changes in their sitwation. The changes
st be reported to IFC3 within (10) calendar days of the change. Examples of changes include income, worh hours,
home address, household members, the cost of care or as stated in policy.

Providers should notify the case manager at the DFES office if a2 child in the CAPS program is absent for three or
more days in a row. Prowviders most notdfy MRXIMIS of aryr changes in their information immediately. This includes
cthange: in the cost of care, ownership, license, location, etc. Payments will be made in accordance with the
cthild's attendance and the care approwved by this certificate.

This Certificate may be teminated for amy reason stated in CAPS policy which include, bnt are not limited to the
following:

The Prowider fails to comply with its responsibilities ax stated in the provider handbook

The County department has inadequate rewermes to sustain the arrangements listed on this certificate
The child{ren) no longer participate in the provider': program

Phitual Comsent

If the family ix no longer eligible

Child Care informmation Case: 20023 Certificate: 1246906

Child's name DOE: 0&fogfEoal Zuthorised: 107E272005
Type of Care Care Begin: 0470578005

# of davr per week Car= End: 04 0373006

Wariations

Family information %% Bmcertification Date &%z
Child's Farertybuardian OWERRIDE & TEITIHG I¥3TEM WEFETSE00E
Address ¢ PEACHTREE 3T ZUITE 400

ATLANMTE Gh, 20202
Telephonn [hore ] (raork)

. Prowider # 17895 Type:
Hame STITEM TEITIHG, DO ROT USE RS :
Address ¢ PEACHTREE 3T ZUITE 400 Eelation to Child:

ATLAMTE, L& 20202- In Child's Home:
FPhome [404)E0l-2388 Eegirtration Free:

CAPE paymert and asrigned Family Feer

Actual Prowider CAPS weekly Child CAP3 Meekly  Parert Weekly Zachorized
Weekly charge Rate Fee &mt to Prow EBerponribility ERegistration Fee

Day Care 1in 105 105 15
50

FREOVITERS : Fleare mote that CAPI paymert(s) may be lerr if there ir an cutrtanding claim balance due to CAPS from
vou. The parent is not responsible for this outstanding claim balance. Information pachets are irsued wpon initial
enrollmert. &dditional copies are awvailable wpon request. FPlease call MAXIMOE @ L-577-755-B5EE if you meed further
assirtance.

ATTENTION: Thir certificate ir effectiwe from 0970573005 o 04/ 097E006, wunless there are change: in the family
rituation. The Parert and the Prowider will receiwe written neotification from DECY if thir cerkificate is changed.
If you are not recertified prior to UESFERSENOE, you will no longer be eligible o receiwe CAPS child care.

W. Care Manager - Bomaniello, Mike [344)443-334d EEQ 09/88/05 15:50

Kl
|




MAXIMUS
Variable Schedule Certificate (VSC)

Some children receiving CAPS care may have what is called the Variable Schedule
Certificate (VSC). This certificate is used only for school-aged children, where the
parent expects to use the same provider for multiple types of care. Just one child
care certificate created by the DFCS case manager will cover Before and After
School care, Full time care and Part time care throughout the entire year.

What you need to know as a provider:

1.

The VSC will list your charges and the authorized DFCS rate for
all three types of care.

. The payment for service weeks is based on the school calendar for

the school district which the child in your care attends.

. VSC will list on your paper invoice as "BV" under the "TOC" or type

of care column before the certificate number. If you invoice on
the web, a VSC will have a Before and After and Part time
attendance row during the school year and just a Full Time row
when school is closed for a full week of service.

. During the school year, when you provide care for a child more

than just Before and After school, you will mark that attendance
on the invoice by using the letter "P," for Part time care. These
days would include individual school holidays like Columbus Day and
Veteran's Day and school closings due to weather or teacher
workshops. Regular Before and After School care should be
marked as normal, with a check mark, */" or "X."

. When school is closed for full weeks such as winter holidays,

spring break or summer, these weeks are listed on the bottom of
your VSC as full time care weeks. These are based on the school
calendar and you will be paid for full time care. You will mark
attendance on your invoice as normal, with a check mark, "/* or
"

. Payment will be based on the attendance marked and the school
calendar. Payment during any week will never be more than the
Full time amount authorized.
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The VSC looks like this:

File Edit Help

«|=| 1|L|Rr]|s [P ] MawinClient

#iz. SYSTIEM OVERRIDE e IESTIING Sepbenmbee 12, 2006
34 PERCHIREE SI SUITIE 2400
RILRWIA, QR 2032032-

OFCS haa appeowsd child cacs ad ahown below., W2 will only pay foe child cace aubhocized with Ehia eecbificabs.
Clients wuskt cepockt Eo Eheic case managec ab Ehe counkby DECS office any changes in Eheic situakion. Ihe changes
wusk be cepocked bo DECS within (10} calendac days of Ehe changs. Examples of changes include income, wock houca,
home addecss, howachold wembeea, the cosb of caes oc as atabed in policy.

Pecowideca showld nobify Ehe caas managec sk Ehe ODF23 office if & child in Ehe CRES peogcam iz abasenk foe Ehess oc
moce days in @ cow. PBoowvidecs wuab aobify MARINUS of any changes in Eheic infocmabion immediabely. This includes
changes in Ehe cosk of eaes, omieeship, license, locabion, <ke. Bayiznba will he made in sccoedanes wikh Ehe
child's abttendancs and Ehe cace appeowed by Ehis ceckificabe.

This Ceckificabe may be Eeeminated foc any ceascn abated ia CAPS policy which faelude, buk ace nob limiked Eu Ehe
fallawing:

The Peowidee faila Eo comply wibth iEs egaponaibilibies sz abtaked in Ehe peowidee handhbook

Ihe Counkty depackment has inadequabte cewenues bo swatain Ehe accangemenbs lisked on this eeckificabe
Ihe childicea} no longec packicipabe in Ehe peowvidec's pcogcam

sutual Conaeak

If the family is g0 longec eligible

Child Cace infocmakbion Caag: 30023 Cocbificabe: 1294302

Child'a nane EOEEY IESI DOE: 0270272001 Rhuthocized: 12718972003
Iype of Cace Exfoce & Afbcc Schoal Caecs Eogin: 01,/02¢72006

F of daya pec meck 3 Cace End: O02,/37/2006

Vaciabiona #Ah Taciable Scheduls Cocbificakbe A4

Family infoemabion #hh Recgcbificabion Dakbe Aah
Child's Pacgab/Quacdian OVERRIDE e IESTINZ SYSIEN Ozf2772006
hddesaa 34 PERCHIREE SI SUIIE 2400

ARILRWIAR 2R, 20203~
Izlaphang Chae: [wack})

Bocowvidec § 172892 Type:
Wi SYSIEW IESIING, DO WOI USE ORS:
hddesaa 34 PERCHIREE ST SOUIXIE 2400 Relation Ea Chil
RILAWIA, QR 20303- In Child'as Home
Ehons (w0&4pE01-3222 Fegiasteation Fee:

CRES payient and assigaed Family Fecs

Aebual Peowidece CRES waakly Child CRES Waakly Bacenkt Weakly Ruthocizad
Weekly chaege Rate Fas Rink Eo Beaw Responaibiliby Regiabeabion Fas

Exfocs & RIEcce School 353 ] o 33 1]

Iay Cack

1} 103 1} 1} 1]
Fack Time o 23 o o 1]
OEC3 has aukhocized paynents foc Exfoce and Afbec School Cace, Fullbime cace in Ehe sumiec and Back Time Cace
{achool closinga). Exeepk as nobed helow you will be paid accocdingly:

Ecxfocs and Afbce School Caes ODFCS will pay .00 pee week
Fullbine Cace DECE will pay .00 pic mesk
Bact Eime Cacel beachec wockday and school closingal OFC2  will pay .00 pec daily
Thia Rate will be paid, when a "F" ia enbteeed on Ehe Inwvoice.

Regisbcabion Fee hubhocized by DECS [ payable ones pec calendac yeach .o

Sehool Syabem: RElanka Ciby (Teadibional)
FullEime Moghka:

0403272006 05372972006 O6/0572006 O6S1372006 061973006 O6f26/20068 0770373006 O7FF10¢72006
0371342006 0772452006 073173006 OE507520068

FROVIDERS : Blease nobke Ehat CAES paywenbiad may be leas if Ehece is an oubstanding claim balanee due bo CRES fcom
you. Ihe pacent ia nok cesponaible foc this oubstanding elaim balanee. Infocmabion packebs ace iaswed wpon inikial
encollimenk. hddibional copigs ace awailable wpon csquesb. PBleaas call whRIsS B 1-877-733-633232 il you need Iuckhec
asaisbance.

AITENIION: Thia egcbificate ia effcebiwe feom 0170272006 Eo O2/2772006, walgas Ehees ace changea in Ehe family
aibuatian. The Paceakt and the Peovidec will egegiwd weibbesn sobificabion feoam DFCS if Ehia cocbificabe iz changed.
If you acg nob egegcbificd peioe Eo OE/27/2006, you will Ao longee be <ligibhle Eo egeeiws CRES child cacs.

. Caag Managee - Romanicllo, wike (dddpddd-dddd RE 07/22/05 15:30

Kl

For Help, press F1




MAXIMUS
Invoicing and Payment

How do I begin to get paid?

Before any payments can be made, MAXIMUS/GACAPS must have a signed Health
Insurance Portability and Accountability Act (HIPAA) Business Associate Agreement
form and a Form W-9 Request for Taxpayer Identification Number and Certification
on file for you. Both of these forms are included in your provider enrollment packet.

PAYMENTS CANNOT BE ISSUED WITHOUT A SIGNED W-9 FORM
AND A SIGNED HIPAA FORM.

When completing the Form W-9, make sure that the name you use matches the Tax
ID you enter. For example, if you enter your Social Security number, make sure you
spell your name as it appears on your Social Security card. If you use your business
name, make sure that it includes Inc., or LLC if it is incorporated or a Limited
Liability Company. The information you enter on the W-9 is about the person or
business that will be responsible for paying taxes on the income you receive for
caring for CAPS children. Every Form W-9 will be verified with the IRS. Any
mismatch between Tax ID and name may delay or suspend payments.

Providers must return all required paperwork to MAXIMUS/GACAPS within the first
six weeks of registering with MAXIMUS/GACAPS. Please refer to pages 4 and 5 of
this handbook for the required documents needed based on the type of program you
operate. If you have any questions about any of the required documents, please
contact the MAXIMUS/GACAPS office.

MAXIMUS/GACAPS will send you a reminder letter after three weeks listing any
missing documents. If you do not submit your required paperwork before the six-

week deadline, you will be dismissed from the program.

What is the paper invoice process?

If you are completing your invoices using the paper method, MAXIMUS/GACAPS will
send you two invoices each month. Please see how the invoices you receive will
look by viewing the sample invoice on page 12.

e TInvoices are printed on the second Monday of every month, and are mailed out
in two envelopes. The first invoice contains the first two service weeks
(Service weeks begin on Monday and end on Sunday) of the month. The second

10
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invoice will contain the last two or three service weeks, if the month has five
weeks in it.

. The invoice will list each child in your care who has an active certificate
when we print the invoices.

. For each day the child is in your care, please place a check mark, */* or
"X

. If you did not provide care for a child for that service week, please
check "No Care”.

. If there are any children in your care not listed on your invoice or any
instance where you provided care beyond what is authorized on your
certificate, you must print the names of these children on the bottom of
your paper invoice and indicate the service week and the number of days
you provided care for these children. Please include any certificate
numbers for these children.

. If you are charging a registration fee, please check that column on the
invoice. As a reminder, registration fees are only paid once in a calendar
year for a child with the same provider, if authorized by DFCS.

Please do not return your invoice until you have provided care for the last day of

the invoice period. If the invoice is received before the first day of the next
billing period, it will be returned to you and this process will cause your payment to be
delayed.
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The invoice form looks like this:

MMAXSTAR - 00!
File Edit Help

=] 1|L[Rr]|S [P ] Mawincient

CHILDI CARE INVOICE

D0 NOT USE SYSTEM TESTING ml5885-WebUSER Provider ID§ - 17558

34 PEACHTREE =T

SUITE 2400 Thone § - (404)601-3222

ATLANTA, A 30303 Date Created - September 12, Z00&
PLEASE READ

INCOMPLETE INWOICES OR INVOICES RECEIVED EEFORE August 20, 20068
WILL EE RETURNED AND TOUR PAYMENT MAY EE DELAYED
SEE REVERSE ZIDE ON HOW TO FILL OUT THIS FORM
FAILURE TO RETURM AN INVOICE WITHIN &0 DAYS OF SERVICE PERIOD MAY RESULT IN YOUR DISMISSAL AS A CAPS CHILDCARE PROVIDER

TOC=Type of Care D=Day MN=Night P=Part Time E=Before and After School
EV=Eefore and After School-Wariable Zchedule

WEEK BEGINNING 02/07/2008

| MAME OF CHILDEEN IN CARE IT | | | | | | | |
| |0 | CERT | DATE OF | EWND CARE |DFCS| |Net | HO 1
|LAST FILET HI|C | NO | BIRTH | DATE |AMT |FEE | % |CARE | REG Feel|
| I__1 | | | | | | |
|WEE TEST IB 1246305 [04/01/2001|08/27/2006]165 |0 165 | |
|WEE TEST |BW| 1247001 0872571393 |08/27/2006]1110 |0 1110 | | ****
| I__1 | | | | | | |
**** - Full Time Week for Variable Schedule Certificate

WEEK BEGINNING 0271472008

| MNAME OF CHILDREN IN CARE IT | | | | | | |
| |0 | CERT | DATE OF | END CARE |DFCE| | |
| LAST FILRST MI|C | NO | EBIRTH | DATE |AMT |FEE ¥ |CARE| REG Fee|
| I__1 | | | | |
|WEE TEST IB 1246305 [04/01/2001|08/27/2006]165 |0

|WEE TEST |BW| 1247001 0872571393 |08/27/2006]165 |0

| I__1 | | | | |

I certify that all the information on this invoice is true and correct and that all serwices for which I am billing have been provided
in accordance with the Child Care and Parent services policy manual, transmittals or memorandums, State Plan and Federal Begistry for
fchhe CCDF Part ITI 45 CFR Parts 98 and 99, I understand that I will only be paid for childcare serwvices provided in accordance with the
state CAPE program policy and Federal regulations. I also understand that if T receive an overpayment for childeoare from
[DHE/DFCE/GACAPE for any reason, including but not limited to providing incorrect information in this form, DHR/DFCE/GACAPE has the
right to recover the owverpayment. I also understand that to recover an overpayment DHE/DFCS/GACAPE may offset the overpayment against
any future childcare paywents which may be due, up to fifty percent (50%) of the awount owed each check until the overpayment is paid
in full.

By sioming this inwoice, I further certify that I am legally authorized to submit this inwoice as the agent of the provider/owner for
whom this inwvoice is submitted.

Provider's Sigmature

ki

[For Help, press F1




MAXIMUS
Invoice Authorizations

MAXIMUS/GACAPS will not pay for any child for whom DFCS has not authorized
care. If aprovider shows on an invoice that a child was in care during a fime not
covered by a child care certificate, the cost of that care would be the parent's
responsibility.

For example, if Michael Jamsion is only authorized for care Monday
thru Friday but he receives care on Saturday and does not have a
weekend care certificate, the cost of that care will not be paid by
MAXIMUS/GACAPS. The cost of Michael's Saturday care will be
the responsibility of his parent or other responsible person.

If a child is authorized for care above and beyond their regular type of care for that
time, this is known as part time care. The occasional care certificate that has been
authorized by DFCS will not appear on the printed section of the invoice. You must
write the child’'s name in the occasional care section under the week that care was
provided. The provider must also indicate the days care was given. Please include the
certificate number for any occasional care certificates you may have for the child in
care.

For example, Bobby Smith currently receives before and after school care
from your program. He has been authorized for part time care by DFCS
and you have a copy of his occasional care certificate. He was out of
school and in your care on Tuesday and Wednesday because of school
holidays. You would write in Bobby's name at the bottom of the invoice
and indicate the service week and which days part time care was provided.
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Using the Internet to Send Invoices

MAXIMUS/GACAPS operates a secure web site at https://max.gacaps.com. Anyone
who has access to the Internet and a valid email address can fill out a child care
invoice, make changes, and submit the completed invoice using the Internet.
Receiving and submitting your invoices over the Internet is a faster, easier, and more
accurate way to complete and submit your invoices and will allow you to receive your
payments faster.

To begin On-Line Billing you will need to request a user ID and password. You may
obtain a user ID and password by:

1. Contacting your MAXIMUS/GACAPS representative to request an

Electronic Invoice Request Form.

. After completing the form, mail it back to MAXIMUS/GACAPS at 34
Peachtree Street, NW, Suite 2400, Atlanta, GA 30303.

. Your Issue Resolution Specialist will contact you if additional information
is needed.

. An email will be sent to you with your user ID and instructions for
logging on to the web.

Please see the electronic invoicing instructions on Page 21.
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Correcting Errors made on the Invoice

If there is a payment mistake made due to the information on the invoice, you must
complete an Adjustment Request Form. This form may be requested by calling
MAXIMUS/GACAPS and it will be sent to you in the mail, by email or by downloading
from our web page. Adjustment requests must be made within 60 days of the
payment date.

If you do not understand the amount that you have been paid, call
MAXIMUS/GACAPS for an explanation of the amount paid. Payment amounts may
vary from the certificate for various reasons. Some examples of why your payment
amount may be different from the certificate include:

The invoice may have been completed incorrectly.

The authorized amount on the certificate may need fo be reviewed by the
local DFCS office.

There may be a benefit reduction applied to the authorized payment due to
a previous overpayment.
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Payment

When does payment begin?

Providers can be paid after the DFCS Child Care Case Manager has authorized a
certificate in the automated system. MAXIMUS/GACAPS will print an invoice and
mail it to the provider so they can mark the attendance for the children in their care.
After the provider mails the invoice back to MAXIMUS/GACAPS, our payment
processors will enter the attendance information from the invoice into our computer
system. Payments will then be issued. From the time MAXIMUS/GACAPS receives
your invoice to the time the payment is processed is usually 7-10 business days.
Payment will only be made to the provider if they have submitted a signed W-9 form,
and a signed HIPAA/Business Associate's Agreement form.

How will I receive my payment?
MAXIMUS/GACAPS gives child care providers two options for receiving payment:

e OPTION #1-Payment by check

1. All checks are mailed to providers via US mail.

2. Payments made by check can be expected to be mailed 7 - 10 days
after MAXIMUS/GACAPS receives your correctly completed
invoice. (Invoices that are incomplete or not signed will be
returned to you and will cause a delay in processing your payment.)

e OPTION #2-Payment through direct deposit into your bank account
1. Providers can choose to have their payment electronically
deposited into their checking or savings account or pre-paid debit
card.

. At the time a provider signs up for direct deposit, the next time
they are paid MAXIMUS/GACAPS verifies the account
information with the bank.

. If all account information is correct, future payments will be sent
electronically to the specified account. Verification of direct
deposit account information may take up to 14 calendar days.

. Once your direct deposit enrollment is complete and your invoice
is received and processed, you can expect to receive payment in
your account within 2 - 3 days.

Direct deposit is the easiest payment option. Once enrolled, you will no longer receive
a paper check and will not have to make trips to the bank to deposit or cash your
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checks. Instead of a check, you will receive a paper statement in the mail listing the
children for whom you were paid.

If you have questions about your payment, the MAXIMUS/GACAPS staff is available
to answer your questions weekdays from 7:00 a.m. o 5:30 p.m. at 1-877-755-6522. A
telephone representative will direct your call. If you cannot contact MAXIMUS
during these hours, you can use your Personal Identification Number (PIN) that was
mailed to you at enrollment and get your most recent payment information at any time
using our automated voice response system. You can also leave a message on the
automated voice response system and a MAXIMUS/GACAPS representative will
contact you as soon as possible the next business day.

How does the state CAPS program decide how much to pay for child care?
The rates paid under the CAPS Program are determined by the following:

1. The age of the child.
a. The rate will change when the child turns 1 and 3 years old.
b. Children are no longer eligible for CAPS subsidized care once they turn
13 unless court-ordered supervision is required or there is a documented
special need. Special needs children can receive care until they turn 18.

2. The type of child care provided.
a. There are different rates based on Full time, Before and After, and
Part time care.

3. The area of the state in which care is being provided.
a. Provider's rates vary in different areas of Georgia.

4. The type of provider.
a. Rates that DFCS will pay vary whether child care is offered by a Center,
Group Home, Family Home or Informal provider.

The CAPS Program considers the provider rates that are published with each DFCS
office and compares them to the State approved maximum rate for that area. CAPS
will pay the lesser of the two amounts.

For example, a provider charges $80 a week for child care and the state
approved rate for the provider's area is $75. CAPS will pay $75 per week
minus any established fees that the parent must pay.
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CAPS pays the same amount each week, unless the type of care provided changes and
a new certificate is issued. The authorized amount paid for service is found on the
child care certificate. This amount is also listed on your paper or electronic invoice
for each child listed.

If a provider has a claim against them for being overpaid for services, the provider's
check will be reduced based on CAPS policy until the overpayment balance has been
paid in full. Any time a provider is paid more than they are eligible for, that money
must be repaid. It doesn't matter how the overpayment was caused, it must be
returned.

Will I be paid for time that a child is absent?

e Attendance cannot be marked if a child is not in your care. DFCS does
not reimburse providers who close their center.

If a child is in your care at least one day during the service week, you
will normally be paid the amount on the authorized child care certificate.

If the child's attendance falls consistently below the number of days of
care authorized on the child care certificate, or if the child does not
attend your program for three (3) consecutive days with no prior
excuse, you must notify the Child Care Case Manager at the local
DFCS office as soon as possible.

If a child has left your care you must report this change to the Child
Care Case Manager immediately. Notify the worker of the child's last
day of care. Payment will be made through the child's last week of care.

If a child in your care is ill and does not attend your program for the
entire week, you may request the weekly authorized rate to hold the slot
for the sick child.
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Remittance Notice

After you submit your completed, signed invoice and it is processed for payment, you
will receive either a check or direct deposit remittance notice. Each notice lists the
children and service weeks that you were paid for and the amount you were paid for
each child, minus any fees. Also listed on the remittance notice is the certificate
number and approved payment amount for each of the DFCS children in your care.
Any child(ren) not listed on your remittance notice could not be paid. You can contact
MAXIMUS/GACAPS to find out why payment could not be issued.

By keeping a copy of your invoice before you send it in, and later comparing it to your
remittance notice, you can keep an accurate record of your attendance and billing for
DFCS children you serve.

If you submit your invoices over the Internet, or have sent in an email address to
MAXIMUS/GACAPS, you will also receive an email of the remittance notice after
MAXIMUS processes checks. This email lists the exact same payment information as
on your remittance notice, and will be sent to you even faster.

An example of a remittance notice is shown on the next page.
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The remittance notice looks something like this:

SAMAZSTAR - D0:48:30

File Edit Help

«|=] 1|1]|®]s ]| Mewincient

Fxrrrrrrrrrrrrrrrrrr Droyider Informatiopn *FFFrEssrrsrrrrsrres *xrxrrrr [nyoice Info TEEEr*ss

Provider ID: 17898 Humber: S514020
Date Paid: 07/117Z00&
MName: SYSTEM TESTING, DO NOT USE Invoice Net Amount: 175.00
Address l: 34 PEACHTREE =T Direct Deposit: N
Address EZ: BUITE 2400 Processed By: WEEPAG
City 3tate Zip: ATLANTA, GA 30303- Date Created: 0771172006

Child Mame Serv Week **xx* LFCE ***+ Prov Waly Gross Copay Adjust
EBegin End *-0Overrd
Total of Line Itens 175

EE TEET, 4 07/02/2006 1247001
EE TEZT, & 07/03/2006 1246505

4

For Help, press F1
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The MAXIMUS/GACAPS web site

To use the MAXIMUS/GACAPS website, you will need to have access to the
Internet.
1. Once you are connected to the Internet, open your Internet browser
(usually Internet Explorer, Mozilla's Firefox, or Netscape).
2. Type in the web address https://max.gacaps.com in the area next to the
word “address” and press enter.
3. You are now connected o the MAXIMUS/GACAPS provider web site
homepage.

& Georgia Child Care and Parent Services (GACAPS) - Mozilla Firefox
e y  Bookmarks  Tools  Help

Tue 13 Mar 07
09:01:25

hildcare © nd " arent Dervices

sign on

formsl/guides

 useful links

...working together...

e
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The GACAPS Homepage

The MAXIMUS/GACAPS homepage leads to other web pages within the
MAXIMUS/GACAPS web site. To access the other pages in the web site you can
click on the words along the left hand side of the screen.

The homepage contains the following links:

provider info- clicking here will take you to a provider welcome screen.
sign on- clicking here will take you to the sign in screen where you can enter
your user name and password to access your invoice(s).

register- this page allows you to download the Electronic Invoicing Request
form so you can get access to on-line invoicing.

forms/guides- this page has every form you may need as a MAXIMUS/GA
CAPS provider to download and submit.

useful links- clicking here will take you to a page that lists links to other
web sites that might be helpful to you such as Bright From the Start:
Department of Early Care and Learning.

help- clicking here will fake you o a page that lists some common questions
and answers that providers may have.

contact us- lists our phone numbers and physical address. It also allows
providers to send us an email with questions or payment requests.
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The Provider Info Page

To get to the provider information page you can click on the word "provider info” on
the Home page.

The provider information page includes explanations of the online invoicing system for
providers and lists how to contact MAXIMUS/GA CAPS.

ﬂ' Georgia Child Care and Parent Services (GACAPS) - Windows Internet Explorer 1 =13l x|
@A - Ié‘ httpi /192, 168, 144,36/ webapp/oacaps/ j 5| X IVlewpnlnt Search gk

= - >
ﬁ ke (& Georgia Child Care and Parent Services (GACAPS) J ﬁ ~ B - o=~ ,;}Eage = {Gf Took =

Tue 20 Mar 07
08:20:36

Provider Information

T ] Welcome to GACAPS Provider Invoicing Web Site
provider |nfg(g

m WELCOME to Georgia Childcare and Parent Services web site This is a Georgia Department of Human

Resources program operated by MAXIMUS.

forms/guides

This web site will allow childcare providers to invoice electronically using the Internet.

To invoice electronically you will have to request a user-id and password. This user-id and password give you
access to your electronic childcare invoice.

If you already have a user-id and password, you can access your invoice by clicking the "sign on" button.

To request a user-id you can call the helpdesk, complete the Electronic Invoicing Request Form in your
change password provider packet, or click here to get a copy of the request form. This form mus be returned by mail.

To contact the helpdesk call: 1 (877) 755-6522, or in the greater Aflanta area call: 1 (404) 601-4222_ Also,
Our office is located at 34 Peachtree St., Suite 2400, Atlanta, GA 30303.

Invoicing us electronically will expedite your payment processing without requiring paperwork and stamps.

Please note that you must not share your user-id and password with anyone else. If you suspect that someone
else is using your user-id or you no longer wish to use it please contact the helpdesk immediately.

If you would like to get assistance on using this web site, click on the Help button.
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The Sign On Page

To get to the Sign On page you can click on the word "sign on” on the homepage.
You will use the sign on page to access your online invoices.

To sign onto the system you will need your MAXIMUS/GACAPS user ID and your
MAXIMUS/GACAPS password.

The following steps allow you to complete the sign in process:
1. Type in the user ID that was assigned to you by MAXIMUS.
2. Click on Forgot Password and type in your email address. A password will
be emailed fo you.
3. Type the password that MAXIMUS emailed to you.
4. Press the login button.

ia Child Care and Parent Services (GACAPS) - Mozilla Firefox [-_JE]
"\_r’lew History  Bookmarks  Tools  Help i

Tue 13 Mar 07
09:02:54

Sign On Page

To enter the online provider invoicing program, enter your User ID and Password Delow
When you are finished, press the Login button.

User D

A Forgot Password
Fassword: Forgot Password
click to reset

[fyou have forgotten your passwoaord or you need to resst your password, please click on Forgot
Pasgword, fillin the details and a new temporary password will be emailed to your email address on file
[fyour email address is no longer valid, please contact the helpdesk

Please note that you must not share your User I and password with anyone else . If you suspect that
someaone else 15 using your User 1D or you no longer wish to use it, please contact the helpdesk
immediately

To contact the helpdeslk, call: 1(877) T55-6522, ar in the greater Atlanta area call: 1(404) 601 4222 Our
office is located at 34 Peachtree St., Suite 2400, Atlanta, GA 30303,

B

***When you log into the MAXIMUS/GACAPS web site for the first time, you will
need to create a new password.

It is important to create a password that is easy to remember.
24
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Once you log in, if you need to change your password you will see a "change password"”
screen.

Complete the following steps to change your password.

Enter the password that was sent to you by MAXIMUS in the Current
Password area.

Type your new password in the New Password area.

Confirm your new password by re-typing it in the Re-enter New
Password area.

Press the Submit button.

Within minutes, you will receive a new password sent to the registered
email address for your provider number.

f'.' Georgia Child Care and Parent Services (GACAPS) - Windows Internet Explorer N =13l x|
@ o Ihd Ié‘ httpi /192, 168, 144,36/ webapp/oacaps/ j 4| X IVlewpnlnt Search gk

z Y »
{? & @Genrgia Child Care and Parent Services (GACAPS) J ﬁ = O - o - .'_=|l° Page ~ (G Took -

Tue 20 Mar 07
08:19:22

Change Your Password
home
Please fill out the details below to change your password:

Your password has expired. please change your password

Current Password:
forms/guides
New Password:

Re-Enter New ——
Password
change password Submit
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The Register Page

To get tfo the register page you can click on the word "register” on the Home page.

For those providers who don't already have access to their invoices on-line, the
register page allows you to download a form to complete and send to
MAXIMUS/GA CAPS to begin submitting invoices over the Web.

Just click on the word Download, the form will open up in Adobe Acrobat Reader. If
you don't have Adobe on your computer, please click on the "Get Adobe Reader”
button below Download.

f,‘: Georgia Child Care and Parent Services (GACAPS) - Windows Internet Explorer gl x|

@‘\ ) - Ié http:ff192, 168, 144, 36/ webappjgacaps) j | K IGoogIe £ |-

. - »
{“? aly (& Georgia Child Care and Parent Services (GACARS) "fj‘, - Bl - o= - |7rPage - {0F Tools -

L Mon Mar 26 2007
9:54:44 AM

Registration Instructions

Thank you for choosing to register, unfortunately you cannot register online.
The Electronic Invoicing Request Form must be completed and then mailed back to the GACAPS office.

To register, download the form below and mail it to:

Georgia Childcare & Parent Services (GACAPS)
34 Peachtree St

Suite 2400

Atlanta, GA 30303

Electronic Invoicing Request

Form 2 Download

You will need Acrobat Reader in order to - »
view PDF files. Get the |atest version here: S O READER

If you have any further questions, call toll free - 1-877-755-6522
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Online Invoicing

The Service Week Page

Once you have successfully logged intfo the MAXIMUS/GACAPS web site, you will be
able to access the provider service week page.

e This page offers a view of the available service weeks for you to submit
attendance. Select a service week, and the child information and attendance
records will appear.

¥ service Weeks - Mozilla Firefox

File Edt Yew Hstory Bookmarks Tools  Help

‘S = € 2 JUI remsiiima. gacaps. comiGaC apsServieteactionCommand=SelectServicetesks 77 - [[Cl-]seege P

Most Yisited % Getting Started . | Latest Headines SUnTrust - Online File . &5 webmal,acl,com

- Incomplete Service Weeks
ome
provider info Provider ID: 39004

Select the weekly invoice you wish to view:

Service Week
billing history

E

Tue Mar 24 2009

Select

payment history
active certs Select

forms/guides
- Select

useful links

hEIP Select

change password Select
Select
Select

Select

Select

| o

Fry—————
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Entering attendance
f‘ Georgia Child Care and Parent Services (GACAPS) - Windows Internet Explorer

@;:, - Iﬁ, http:/f192.168, 144, 36/ webapp/gacaps/ j +|| A IVlewpolnt Search

O »
W (& Georgia Child Care and Parent Services (GACAPS) J @ - B o - l-_;:"Eage - (i Toals -

Tue 20 Mar 07
08:24:26

Invoice

provider info

—logout Ik
FT = Full Time/Day or Might
5 K PT = Part Time
BA = Before & After School

formeguiies Invoice for service week 2/26/2007

useful links

s Jox] ] PrrTele T
(contact us ] S l:ll:ll:ln
change password —FFFFFF

2 2 i 2 2 i
1586024 4/8/1999 | 371172007 r FFFFFFF ] v
== R HEEEBENRE

I EEEEEDE

1586031 9/9/2000 (12/30/2007 r FIFFFI?FI? r

After clicking on the "Select” button for the correct service week, the individual
children who have active certificates for that week will appear. To mark the actual
attendance of the children in your care, use your computer mouse to click on the
individual days in the week. If you did not provide care for a child for that week,
click on the "No Care" box. You can only request a registration fee during a week
when you provided care for a child. You can do this by clicking on the "Reg Fee" box.
You cannot be paid a registration fee if you marked "No Care.”

If you have not been approved for a registration fee, or it has already been paid, you
will not be able to click on the "Reg Fee" box for that child.

When you are done entering attendance for each child, click on the "Approve" column.




MAXIMUS

Variable Schedule Certificates

Variable Schedule Certificates, or VSC, are single certificates for a school-aged child
that provide payment for up to three different types of care:

o Before and After School
o Full fime daycare
o Part time care
(Please see page 8 for more information about the VSC and payment.)

If you have a child with a VSC, during the school year when school is open for at least
one day each week, that child will have two separate lines to record attendance- BA
and PT. For those days when the child was in your care only Before and After School,
click on the correct day on the BA line. If you care for the child more than Before
and After School, click on the correct days on the PT line. You cannot mark more
than 2 days on the PT line.

f‘ Georgia Child Care and Parent Services (GACAPS) - Windows Internet Explorer
@7:‘/ ~ |&] http:jj192.168.144.38)webapp/gacaps/ =1 #2 || x| |viewpoint search

O »
W (& Georgia Child Care and Parent Services (GACAPS) J @ - B o - l-_;:"Eage - (i Toals -

Tue 20 Mar 07
08:24:26

Invoice

provider info

*Care Types:
FT = Full Time/Day or Might

= K PT = Part Time
service wee BA = Before & After School

formeguiies Invoice for service week 2/26/2007

Cert. | Child | D.O.B. End DFCS|Fee|Net|Care| No | M s
ID Name -....IIIII

S o R e
IUEUF

.
=
CHILD ’7’7’7 FFFF E

useful links

eg

1 TEST ’—

-----Illﬂ
2 wes Eall . EEEEIEE

1586031 9/9/2000 [12/30/2007 | 53 ’T’; F' IFI?I?I?I?I?

1586024 4/8/1999 | 371172007 I?I?I?I?I?

TEST

RE
=
O
I?
I?
B
I?
I?
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Once you complete the attendance for the children, click on the "Submit” button on
the bottom of the page. You will then get a page that displays any children that you
did not submit attendance for. When you are done entering attendance, please read
the legal disclaimer and then click on the "Complete” button at the bottom of the
page. You will then get a confirmation page, which looks like this:

f_“ Georgia Child Care and Parent Services (GACAPS) - Windows Internet Explorer i 7 |E||5|

@. y > I.é_ http:ff192, 165, 144, 36 /webappfgacaps/ j (1 I\fiewpo\ntsaarch 2~

Jﬁ?'D - ey - ;b Page - (CF Tools - o

W & @ Geargia Child Care and Parent Services (GACAPS)

Tue 20 Mar 07
08:25:27

DO NOT USE SYSTEM TESTING 2,
34 PEACHTREE STREET,
VALDOSTA, GA. 31602
Invoice for service week 2/26/2007

Thank You For Your Submission!
Confirmation Number 15738-200307

service week

ID hqme Care T“pe “are Fee
— L EEEEE ]
elp 1607055 TEST 2/2/2001 | 8/19/2007 53 ,P_ FFFFFFF

—
(_contact us ] -
W 1586024 e 4/8/1999 | 3/11/2007 i FFFFEF?

-
T B
change password TE ,?
‘1586038 e ‘mnrzuno‘mawzour ’T 75 F’irrFFFFF
2weB I P El EiE EEEE
1586031 | 2B 912000 |12130/2007 0 |53 ,? FERERER

*Care Types:

FT = Full Time/Day or Night
PT = Part Time

BA. = Before & After School

Printthis page | Continue

You cannot go back and change attendance once you have received your confirmation
number. You may want to print this page for your records to compare to your
remittance email. This will let you make sure you received payment for all of the
attendance you submitted.

Click on "Continue" and you will be taken back to the service week page where you can
now select a new service week for which you can invoice.

If there are children who do not appear on your invoice, click on “contact us"” on the
left side of the page.
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The Billing History Page

To get to the Billing History page you can click on the words "billing history” on
the Home page after you signed in.

By using the Billing History page, a provider can now search for previous attendance
submissions. By choosing a search type, Service Week, Certificate ID or
Confirmation number, providers can now get an invoice history based on that search
type. Also, providers must select a specific Service Week, then click on Submit.

¥ Eilling History - Mozilla Firefox
File Edit ‘iew History Bookmarks Tools Help

@ R c A et I-hjd|https:,i,l’max.gacaps.com,l’GaCapsServlet?actionCommand=SelectSubmissiDns

|8 Most Wisited 4 Getting Started 5 Latest Headines SunTrust - Online File ... E-v webmail.aol,com

e |'|me|issa keller

J ;] Billing History ﬁ | ({: ‘Weightwatchers,com Online For Men H...

Tue Mar 24 2009

Billing History
Provider I}: 39004
WWER TEST 3,

35 COLOMEL WWAY,
DULUTH, GA, 30096

Search Type: IService Week v[
billing history
Enter Search Criteria: 1/5/2009 =] Submit |

Billing History for Service Week: 1/5/2009

‘Care Types:

FT = Full Time/Day or Might
PT = Part Time

BA = Before & After School

active certs
forms/guides Cert. |Service| Child| D.OB.| End |DFCS|Fee|Net|Care| Na |M]|Tu|W|Th|F Reg| Confirmation
ID | Week |Name Care $ $ | $ |TIype|Care Fee No
I ‘2055852‘1:5&009 Ser |4norz000 ‘5;17;2009‘ 75 |0 |75 | FT | N ’T’TF’TM?W M| 15836-230109
elp
—

Number of Certificates = 1

change password

max.gacaps.com | 7
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The Payment History Page

To get to the Payment History page you can click on the words 'payment history”
on the Home page after you signed in.

By selecting the Payment History page, providers can view a record of payments made
to them over the web. This payment detail displays the date, invoice (check) number,
the invoice type and amount, whether it was a check or direct deposit, the submit
date and whether or not it was a paper or web invoice. If the provider has an
outstanding payment balance owed to MAXIMUS/GACAPS, the Recoupment Balance

will appear before the payment list.

) Payment History - Mozilla Firefox

File Edit ‘iew History Bookmarks Tools Help

@ P c A et I-h_] J| https:jfmazx. gacaps, comfGaCapsServlet?actionCommand=SelectPayments iR I - | melissa keller

|8 Most Wisited 4 Getting Started 5 Latest Headines SunTrust - Online File ... :‘,-v webmail.aol,com

J ;] Payment History @ | (g Weight'Watchers,com Online For Men H...

Tue Mar 24 2009

Payment History

Provider I}: 39004 Inveice Types: Payment Types:
WEB TEST 3, PAY = Payment DD = Direct Deposit
35 COLOMEL WAy, ADJ = Adjustrment CHK = Check

DULUTH, GA, 30096 CLM = Claim

service week
No Recoupment Balance

billing history
Payment Invoice Invoice Invoice Payment Submit Submit
Date Number Type Amount Type Date Type
| pay | s75 |

active certs [ 1262008 | 1321511 CHE | 1242009 [ WEB

forms/guides
Number of Invoices = 1

change password

max.gacaps.com | 7
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The Active Certificates Page

To get to the Active Certificates page you can click on the words "active certs”
on the Home page after you signed in.

By selecting the Active certs page, providers will be able to select a service week, up
to sixty (60) days in the past or future, to see which certificates are/were active for
that service week. Because this information may change daily based on the family's
eligibility or changes to certificates, it would be a good practice to check this
information regularly if you have questions about certificates.

) Active Certificates - Mozilla Firefox

File Edit ‘iew History Bookmarks Tools Help

@ - c M I-h_] d| https:jfmax. gacaps,comfGaCapsServiet iR I - | melissa keller

|8 Most Wisited 4 Getting Started 5 Latest Headines SunTrust - Online File ... E-v webmail.aol,com

J ;] Active Certificates 8 | ({: ‘Weightwatchers,com Online For Men H...

Tue Mar 24 2009

Active Certificate List

Provider ID: 39004 s :
WEB TEST 3, FT = Full Tirne/Day or Might
35 COLOMEL WWAY, PT = Part Time

DULUTH, GA, 30096 BA = Before & After Schoal

service week Select Service Week 0472042009 -I Submit |

billing history
Centificates Active 04/13/2009

active certs Cert. ID Child Name D.0O.B. | Begin End | Care| Reg
Care Care | Type| Fee

onmeguides [ 205843 | BOBBY TEST [ 2/2/2001 [5/26/2008 [517/2009 [ FT [ N
[ 205852 | sSmMONTEST  [4/10/2000 [526/2008 (5172009 [ FT [

help
Number of Certificates = 2

change password

)

Ma3,gacaps, com

B
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The Forms & Guides Page

To get to the forms/quides page you can click on the word "forms/quides” on the
Home page.

If you ever need a form from MAXIMUS/GA CAPS, you can now access them over
the web instead of calling us. W-9, Direct Deposit and Change of Address are just
some of the forms you can now print from your own computer and not have to wait for
us to send them to you.

Mon Apr 30 2007
12:58:05 FM

Forms & Guides
Here you can download any information leaflets and forms
Click on the required link and select open to wiew the form.
I

sign on Forms

Weg T Download

. Direct Deposit Form & Download
forms/guides Criminal Records Check {Application)| T Download
Business Associate Agreement (HIPAA) T Download
704 Civil Rights T Download
Provider Rights & Responsibilities T Download
Adjustment Request Form T Download
Change of Address & Download
Name Change Request Form T Download
Replacement Check - Affidavit {stop payment) T Download
Payment Reimbursement Farm T Download

Guides

Provider Newsletter T Download
Provider Handboolk (PDF) T Download
Wb User Instructions T Download
Resource and Referral List T Download

fou will need to download Acrobat Reader in order to N G-t &
vier PTIF files (3Rt the latest versinn hare Camy /oo RrADHE
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The Useful Links Page

To get tfo the links page you can click on "useful links” on the Home page.

The useful links page will list other resources that could be helpful to you as a child
care provider. For example, you can link to the State of Georgia's home page, the
website for the CAPS program, and the Department of Community Health's homepage.
The links screen will fake you to these web pages.

¥ Links - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ i c A T hﬁdhttps:,l’,l’max.gacaps.com,l’links.jsp SR |'|mehssa keller

|£| Most Visited ’ Getting Started 5| Lakest Headlines SunTrust - Online File ... E\» webmail.aal.cam

J |_"] Links 8 | (C Weightwatchers,com Online for Men H... |

Tue Mar 24 2009

Links To Useful Sites

DHR: The Georgia Department of Human Resources is a comprehensive health and social services agency.
it ensne. dhr State ga.us

GCCA: The Georgia Child Care Association enhances and promotes quality, licensed, private child care for
the children of Georgia by impacting legislation, providing resources, educating the public, and supporting our
members through training programs and networking

http iy georgiachildcare.org

NAEYC: The MNational Association for the Education of Young Children is dedicated to improving the well-being
of all young children, with particular focus on the quality of educational and developmental services for all
children from birth through age 8. NAEYC is committed to becoming an increasingly high performing and
forms/guides inclusive organization

httpe i naeyc.org

active certs

Promoting Safe and Stable Families provides funding, training and technical assistance to community-
based, non-profit organizations and county DFCS departments to support services that promote the safety and
wiell-being of children. PSSF is an important source of funding because it supports a wide array of services
which both prevent and remedy difficulties that bring families to the aftention of the child welfare system

http:ffeevnv pssfnet.com

Helpful Telephone Numbers

24 Hour Poison Emergency Hotline SO0-2221222
Babies Can't Wait 800-229-2038
Care Solutions, Inc 300-227-3410

DFCS Customer Service Helpline 800-869-1150

-

| »

n

ma, Jacaps, com
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The Help Page

To get to the help screen, you can click on the word "help” on the home page.

The help page will have information that might assist you in using this web site, filling
out invoices and provide you with answers to questions frequently asked by childcare
providers.

If you do not get the information you need from this page, you should call
MAXIMUS/GA CAPS toll-free number at 1-877-755-6522.
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Help & FAQ's

Why can’t| sign on? To sign on, you will need a user-id & password. If you can't sign on, this can be
because you don't have a user-id, your user-id is no longer valid, or you have
misspelled your user-id or password when you tried to gain access. Please also note
that you will have to wait one day for your user-id to be activated.

What do | do if my If you have tried several times to gain access to the system without providing a valid

password is disabled?  password, your password will be disabled. To reset your password, click on the Forgot
Password link and enter your User ID and registered e-mail address. A temporary
password will be e-mailed to you.

Why am | assigned a When you sign on for the first time, you will be asked to change your password. This is a

temporary password? security measure. This also allows you to create a password that you can remember.
Every time that you request a new password, the system will ask you to change your
temporary password to a new password the first time you sign in. Passwords have to be
at least 6 characters long and can be a combination of letters and numbers.

How do | geta User ID  To obtain a User ID, you can either download the Electronic Invoice Request Form by
to be able to use the clicking HERE. Or, you can request the form be sent to you by calling our Helpdesk at 1-
web page for billing? 877-755-6522, or in the greater Atlanta area at (404) 601-4222.

Why am | getting an You are entering a password that is unknown, or you are entering a password that is less

Invalid Password than 6 characters in length. Passwords must be at least 6 characters in length and can

message? be any combination of letter and numbers. If you fail to enter the correct password within
3 sign on attempts, your password will be disabled and you will have to request a new
password by clicking on the Forgot Password link.
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The Contact Us Page

To get to the contact us screen, you can click on the words "contact us” on the home
page.

If you need to send attendance for children who do not appear on your invoice, or
would like to ask a question, please use the "contact us” link on the left side of the

page.

Please fill out your provider name and the email address assigned to your provider
number. Then you can list the children and their attendance or ask us a question by
typing in the message field.

change
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Contact Details

Georgia Childcare & Parent Services (GACAPS)
34 Peachtree St

Suite 2400

Atlanta

6A 30303

Tel. 1877 755 6522
forms/guides

If you have any further questions or comments, please enter your information below

Name: (required)
Email: (required)

Message: (If you are a current provider, please include your provider ID)
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Parent Responsibilities

Payments are authorized by DFCS to child care providers on behalf of eligible
parents/guardians.
The parent/quardian is ultimately responsible for making sure all costs
associated with his/her child care are paid.
o After a payment has been made to the provider based on the
authorized certificate, any difference in the amount between the
DFCS payment and the provider's charge must be paid by the
parent/guardian.

In many instances, families who receive CAPS subsidies are assessed fees by
DFCSs.
1. This fee is the portion of the child care cost, based on the family
size and income, which the family pays directly to the provider.
2. The family fee is deducted from the amount paid by CAPS to the
provider.
. The total amount of the family fee is indicated on the certificate.
Some families may be exempt from paying fees. Examples of these
exemptions include:
* Families who are applicants or recipients of Temporary Assistance
to Needy Families (TANF) checks and who are participating in a
DFCS approved activity;
Children who are in DFCS custody:;
Families where the responsible parent is a teen parent (under age
18 years old) attending school;
Families who receive a hardship wavier from DFCS can have fees
waived temporarily.
e (Clients must notify DFCS within 10 days of any changes in their child care
arrangement. Examples include: change in address, change in job, change in
income, etc.

The total amount the parent/guardian is responsible for paying includes any fees
assessed by DFCS and any amounts or charges not covered by what DFCS has
authorized for payment.
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Provider Mediation

What can I do if I disagree with a decision made by MAXIMUS/GACAPS?

Most of your questions or concerns can be resolved by clear communication.
Providers should follow these steps:

1. Contact your MAXIMUS/GACAPS Issue Relation Specialist to address any
questions or concerns you may have.

. If the provider and the specialist are unable to resolve the issue, the
MAXIMUS/GACAPS Customer Relations Manager will assist with any
further mediation necessary.

. If the issue cannot be resolved through mediation, the parent has the right
to request a fair hearing by completing the necessary documents with their
Child Care Case Manager at the local DFCS office. The parent must request
a hearing within 30 calendar days of the date of the form 62, Disposition
and Parent Information.

. Providers are not entitled o a Fair Hearing because CAPS payments are
made on behalf of the client.




MAXIMUS

MAXIMUS Contact Information

MAXIMUS is contracted to provide child care provider management and payment
services to providers. MAXIMUS is committed fo giving you quality service,
delivering prompt payments and providing accurate information.

If you are a provider and you have any questions or concerns, contact
MAXIMUS/GACAPS by phone, mail or email.

The MAXIMUS/GACAPS contact information is:
Telephone: Monday - Friday 7am - 5:30 pm
1-877-755-6522
(Automated Voice Response, 7 days, 24 hours)
Mailing Address: 34 Peachtree Street, NW

Suite 2400
Atlanta, GA 30303

Email: gacapsadmin@maximus.com




Important Numbers

Fire, Police, and Medical Services

24 Hour Poison Emergency Hotline

Hughes Spalding Children’s Hospital Advice Nurse
United Way

Babies Can't Wait

Georgia Council on Child Abuse

Women, Infants, and Children (WIC)

National Child Safety Council

Parent Helpline

GAPS (Georgia Applicant Processing Services)

Georgia Department of Early Care and Learning (DECAL)

Child Care Services (licensing)
Pre-K Services

MAXIMUS

911
(800) 222-1222
(800) 447-0632

211
(800) 229-2038
(800) 532-3208
(800) 228-9173
(800) 222-1464
(800) 345-5044
(888) 439-2512
(888) 442-7735

(404) 463-0703
(404) 463-4319
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CAPS Policy Reminders
DFCS State Policy

Over the past few years, we have printed several policy-related articles in our
monthly GACAPS CHAT newsletter. Below are listed several of these reminders that
should be helpful to you as a child care provider.

* When selling your business, changing locations, centers or the type of
programs you offer (such as changing from a family day care home to a group
home or center), you must contact DECAL, DFCS and MAXIMUS.

o DECAL needs to be contacted so they can approve your new location or
approve you as a newly operating family day care, group home or licensed
center.

DFCS must be notified in order to update your information in the system
and issue any new certificates that are needed. Changes to your
provider type and/or address may affect the amount of money you are
eligible for through the CAPS program.

MAXIMUS must be notified so we can obtain the most current
compliance information.

e Informal Providers - 8 hours of training is due within 6 months of your
enrollment date every year.

As a state approved provider, you may be interviewed by an Office of
Investigative Services (OIS) investigator regarding payment discrepancies or
suspected fraud. Please keep in mind you have certain responsibilities:

o Your cooperation in any investigation is required.

o You must maintain certain records: DHR rules and regulations, required
forms from the local county DFCS, required financial forms. Records
for subsidized children must be kept for a minimum of 3 years after the
month of the last day of service.

O Tracking the daily attendance and maintaining attendance records.

O Correctly completing and submitting invoices.

DECAL has specific rules on the number of children that providers can keep in
their homes. If a provider cares for seven to eighteen children in their home,
they must be licensed by DECAL as a Group Day Care Home provider. If a
provider cares for nineteen or more children, they must be licensed by DECAL
as a Childcare Center.
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DFCS/CAPS will only subsidize a MAXIMUM of six (6) children at a registered
family daycare home.

DFCS/CAPS will only subsidize a MAXIMUM of two (2) children with a non-
relative informal provider.

DFCS/CAPS will only subsidize a MAXIMUM of six (6) related children with a
relative informal provider. The provider must be related to the child as his or
her aunt, uncle, grandparent, great-grandparent or adult sibling. The provider
may keep a combination of related and non-related children as long as they do
not keep more than 2 unrelated children for pay and the combination does not
exceed a total of six (6) children.

Parent Fees - Most families participate toward the cost of their childcare by
paying weekly fees. The client pays these fees directly to the childcare
provider as long as the child is enrolled. The local DFCS case manager
determines the fees based on CAPS policy. The fee amount is included on the
client's certificate. DFCS will pay the provider the difference between the set
rate and the weekly fee. The client is responsible for any additional costs
above the set rates.

All providers must notify DFCS in their county when children paid through
DFCS subsidies are absent for 3 consecutive days without prior authorization
from the parent.

All providers must supply children’'s attendance records, policies and
procedures, verification of social security numbers or federal identification
numbers whenever requested by DHR. Failure to comply could cause dismissal
from the MAXIMUS/GACAPS program.

Reduce overpayments:

o Mark only one type of care for child attendance.

o Claim only one registration fee for a child during a calendar year.
CAPS policy states a registration fee can be paid once per calendar year
for each child in care to a licensed, registered, or exempt provider.

O Mark "no care" for children who are not in attendance for the service
week(s). CAPS policy states, the child must be in attendance at least
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one day during the negotiated period for the provider to claim
reimbursement.

® Pay close attention to beginning and end care dates on the childcare
certificates for children in your care. You must have a new certificate to
continue providing care for a child. Payment will not be made for care
provided without a valid certificate.

When submitting an adjustment request form for a child(ren) who were
previously marked as "no care”, please include an attendance sheet if the
request is 60 days or older.

All informal providers must undergo a Criminal Records Check (CRC) to meet
health and safety requirements. These providers must also agree to have a
working smoke detector and fire extinguisher when care begins in the place
that care is provided. These providers must contact Georgia Applicant
Services (GAPS) at (888) 493-2512 or visit their web site www.ga.cogentid.com
to arrange an appointment to have their fingerprints scanned.
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Common Terms and Definitions

Listed below are some terms and their definitions. These terms are frequently used
in the Georgia Childcare and Parent Services (CAPS) Program.

Active Provider - A designated provider currently authorized by DFCS and
MAXIMUS/GACAPS to provide services for a specific CAPS eligible child.

Administrative Error - Term used in conjunction with overpayments and
underpayments when a determination is made by DFCS that the agency caused the
error due to misapplying policies or not responding to known changes.

Attendance - Refers to a child's participation in a child care arrangement.

Authorization - DFCS determination that the client/child meets CAPS program
guidelines and that child care services may be purchased from the designated
provider, who also meets CAPS program guidelines.

Before and After School Care - Care and protection of school-aged children for the
hours before and/or after the regular school day.

Billable Week - The weekly billing or invoice period used for a provider to claim
reimbursement from DFCS for an eligible child. It begins Monday morning at 6:00am
and ends the following Monday at 5:59am.

CAPS - The Childcare and Parent Services program. The state's subsidized child care
assistance program.

CAPS Monitoring Checklist - This is a checklist completed by DECAL to reflect a
health and safety inspection of an informal provider. Some deficiencies listed
require dismissal of the provider from participating in CAPS.

CCDF - "Child Care Development Fund” is the primary federal funding source utilized
for CAPS.

Center based / Group Home Care - Direct care and protection of infants, pre-school
and school children outside of their own homes in center or group home settings.
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Child Care Inquiry Lists - County DFCS lists of families interested in receiving CAPS
when funding is not available. The addition of families o the CAPS Service is based
on the local county DFCS funds.

Child Care Certificate - The form that sets forth the terms of agreement among
the child care provider, the parent/guardian/responsible person and local DFCS.

Client or Casehead - The parent/guardian/responsible person in need of subsidized
child care services that has been determined eligible for CAPS.

Commissioned - Religious affiliated center-based or group home providers regulated
by the DECAL.

Day Care - Provides for day care of children for less than 24 hours a day in an
individual family day care home or day care center. Exception: child care can be
provided for more than 24 consecutive hours due to the nature of the parent's work.

DECAL - Bright From The Start: Georgia's Department of Early Care and Learning.
This is the agency responsible for licensing and regulating child care facilities in
Georgia as well as providing incentives for quality services.

DFCS - State DFCS refers to the Division of Family and Children Services, which is a
division within Georgia's Department of Human Resources. County DFCS refers to a
local Department of Family and Children Services within the State Division.

Dismissal of Providers - Process to stop using a CAPS provider, usually due to not
meeting required compliance and/or health and safety standards.

Eligible Child - Child who may receive CAPS based on his/her
parent/guardian/responsible person meeting CAPS program requirements and who is
within the age limit for care. An eligible child must be either under age thirteen (13),
or must be under age eighteen (18) if he/she has documented special needs or is
under court ordered supervision.

Family Child Care - The care of a small group of children in a provider's residence.
By law, "Family Child Care Home" means a "private residence operated by any person
who receives payment for supervision and care for fewer than 24 hours per day,
without transfer of legal custody, three but not more than six children under 18
years of age who are not related to such persons and whose parents or guardians are
not residents in the same private residence.” If a family child care provider takes
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care of more than two unrelated children for pay, he/she is required to be registered
with the State through DECAL.

Full Day Service / School Age - Providing service for six or more hours daily for a
child enrolled in school but not attending due o summer breaks, holidays, efc.

Full Day Service - Providing service for six or more hours daily, and more than three
days per week.

GACAPS - The service operated by MAXIMUS. MAXIMUS is responsible for
training, providing customer service and paying child care providers.

Health and Safety Monitoring - Monitoring by DECAL of an informal CAPS provider
to determine if basic health and safety assurances are in place.

In-Home/Out-of Home Relative Care - Care provided by a relative of the child, to
one or more related children for less than 24 hours per day in the child's home or in
the relative's home. (Relative means the child's aunt, uncle, grandparent, great-
grandparent, or older adult sibling. The older sibling must live outside the child's
home to be considered a “relative”.)

Inactive Provider - A provider who does not currently care for a child served by the
CAPS program. The provider may have participated in the CAPS program in the past
or may be enrolled in the CAPS program to accept children eligible under the CAPS
program, but not actively receiving payments through MAXIMUS/GA CAPS.

Informal Providers - CAPS providers of child care services that keep up to two
unrelated children for pay. They are not required by Georgia Law to be registered
with the DECAL, but must enroll with the local DFCS office.

Invoice - Document initiated by MAXIMUS, used by a provider to record a child's
attendance and request payment for services given to DFCS subsidized children.

Licensed - Center based or group home providers regulated by DECAL.

Out of Home Care, Non-Relative - Care given to one or more children for less than
24 hours a day in the home of a person not related fo the child in care.

Part time Care - Care and protection of children by a child care provider for less
than 6 hours a day or less than three days per week.
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Pre-K Extended Care - The care paid by CAPS for an eligible child who attends a
Pre-K program and needs care either before or after the Pre-K school day.

Pre-K - Georgia's lottery funded pre-kindergarten program, operated in child care
centers or in public schools and monitored by DECAL.

Provider - Individuals or programs that offer direct child care services to children
participating in the CAPS program

Provider Claims - Determination that a previous overpayment or underpayment
occurred and money is owed by or to the child care provider.

Provider Claims-Overpayment-When a provider's invoice has been processed for
payment under multiple certificates for the same service weeks; a registration fee
has been paid for the same child more than once within the same calendar year; a
provider was paid for a child whose parent has lost their eligibility; or a provider
received more money than the family was eligible to receive.

Provider Claims-Underpayment-When a provider has been underpaid for an invoice
processed for payment for a child, or a provider received less money than the family
was eligible to receive.

Provider Compliance - Indication that the MAXIMUS/GACAPS provider meets the
mandatory requirements fo participate in the CAPS program.

Special Needs Care - Care, supervision, and protection of a child under the age of 18

who has a documented physical or mental condition and is incapable of caring for
him/herself.

UAS Code - the Unified Accounting System funding source identified by the DFCS
Caseworker for an eligible child. The cost of care for child care services is taken
from this source and reported to the Federal Government.

Zone - Payment area based on the county in which the child care is provided. The
state designates maximum allowable rates for the type of care based on each zone.
The State of Georgia is divided into three payment zones, with designated counties in
each zone.




